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Miami-Dade Transit Standard Operating Procedure (SOP)

Title of Procedure: Procedure Number Revision Date
Transfer of FTA Funded Contract Records
Division . Revision Level Original Issue Date
Support Services — Document
Management DRAFT R7 05/02/2011
| MDT Records Management TAPP A.O. 7-24 Records Management Program

MDT Procurement, Contract Administration and Monitoring
Process Map

| MDT Records Disposition SOP FTA Third Party Gontract Checklist

FTA Circular and Master Agreement

ces Lo other documents, siandards or local, state or federal mandates that amplify or reinforce requi

qeiirs sm{eg_’ are listed here.

1.0 Purpose
To address the requirements for MDT to maintain records untjl the

2.0 Scope
This SOP applies to the records on all FTA funde contracts -negotiated for Mian
(MDT) by the Department of Procurement Management (DPM). DPM retains all FTA funde

ed contracts
until five years after the contract expiration date, at whic 'nt the records are prepared for transfer
to MDT.

.0 Responsibility

individual Responsibilities

Department of Retain all FTA funded contrac orfive years after the contract
Procurement exp;rahon date, at whlch po int the' re 'rds will be prepared for
Management y

(DPM)

Federal Transit-
Agency {FTA)

Ma :taln records in accordance with grant requirements.

Divisions)”
Records Cente

_L;Shall follow the procedures as outlined in Administrative QOrder 7-
24 on Records Management
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Miami-Dade Transit Standard Operating Procedure (SOP)

Procedure Number Revision Dale

Transfer of FTA Funded Contract Records
—rravin ||

Titke ol Procedure:

Revision Level Original Issue Date

DRAFTR7 05/02/2011

Division

Support Services — Document
Management

4.0 Procedure

DPM
o Complete Records Transfer List.

e Contact MDT Document Management.
e Transfer contract records to MDT.

DPM & MDT shall jointly
« Verify content of contract files against contract record ch
¢ Acknowledge and sign form transferring custodianshj

MDT
Accept contract file content against contract rett
Sign record transfer list form.
Coordinate pick up and delivery to MDC Records Cén
Will notify Records Center that records retention requiré:
submitted (3 years after grant closeip

MDC Records Center
e Receive and review transfer list.

5.0 Key Performa v
MDT shall identify all FTA funde

6.0

girements il;l::;::j'le Workplace (If applicable)
weighing up to 25 pounds

7.0
Ability to lift

8.0 Distribution and implementation

All MDT Divisions that apply for federal grants and funding shall comply with this procedure
Document Management shall be responsible for ensuring this procedure is reviewed annually
and changes submitted to applicable divisions and to DPM.
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MIAMI-DADE
COUNTY

MDC Department of Procurement Management

FTA CONTRACT CHECKLIST
CONTRACT NO.: AWARD DATE
CONTRACT NAME: EXPIRATION DATE

Document | Received
Generated | (Y/N)
by:

Independent Cost Estimate from Miami-Dade Transit MDT
(MDT) prepared and signed before advertising of the
solicitation.

Disadvantage Business Enterprise memorandum from MDT
the Office of Civil Rights

Market Research by Department of Procurement DPM
Management

Solicitation Document and Addendums: DPM

-FTA clauses (Appendix D from FTA C 4220.1F) in the
solicitation

-Local ordinances will not apply to FTA funded
procurements: Local Preference, Small Business
Enterprise, User Access Program fee. Inspector
General clause will apply but the fee will not apply.

-Contract term (including option years) not to exceed 5

years for:

i. Rolling stock

ii. Procurement of parts for rolling

stock

E-procurement Announcement and Reports DPM
Proposals received
Price/Cost Analysis DPM
Price: Fair and Reasonable Determination, if applicable MDT
Buy America compliance documentation: Signed MDT

certificate from the vendor, review by MDT Auditor,
Pre/Post Award certificate, for rolling stock.

Responsibility Review DPM
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MIAMIDADE
COUNTY

MDC Department of Procurement Management

FTA CONTRACT CHECKLIST
CONTRACT NO.: AWARD DATE
CONTRACT NAME: EXPIRATION DATE
Document | Received
Generated | (Y/N)
by:
Responsiveness Determination
Award Recommendation DPM
Protest Notification to FTA (if applicable) DPM
Bonds and Certificates of Insurance (If Applicable)
Notice to Proceed (If Applicable)
Blanket Purchase Order/Purchase Order (one-time) DPM
Award Sheet DPM
Change Orders/Modification DPM
Notification to FTA in case of DPM/MDT
disputes/breaches/defaults/litigation (if applicable)

Acknowledgement:

Department of Procurement Management
Representative (Print Name)

Signature

Miami-Dade Transit Representative
(Print Name)

Signature

Date

Date
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MIAMIDADE

MDC Department of Procurement Management
MDC Transit Department
Transfer of Custodianship - FTA Funded Contract Records

CONTRACT NO.:

CONTRACT NAME:

GRANT NUMBER:

GRANT NAME:

CONTRACT AWARD DATE:

CONTRACT EXPIRATION DATE:

Number of Boxes:

Acknowledgement:

Department of Procurement Management
Representative (Print Name)

Date

Signature

Miami-Dade Transit Representative
(Print Name)

Date

Signature
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Office of Records Management

RECORDS TRANSFER LIST

Date
SELECT STORAGE LOCATION Total # of Boxes
In Shipment .
["] RECORD SERVICE CENTER [ ] RECORD CENTER
211 W. Flagler St., 2™ Floor 935G N.W. 12th Street
Miami, FL 33130 Miami, FL 33172
(305) 375-5082 (305) 5931352
Department Division Location of Boxes
Prepared by Phone Index Code
ARE THESE RECORDS ACTIVE? YES NG
ARE THESE RECORDS CONFIDENTIAL? YES NO
(3} Inclusive RECORD CENTER
M @ } Date “@ 42) ) USE ONLY
TEMP. RECORDS SERIES TITLE RET. | RET. I RET.
BOX # - FROM TO | SCHED. | fEM | YRS, R.C.BOX # DESTR DATE

Records Management Use Only
Reviewed by Pick-Up Date Data Entry Date




